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2. Person to Contact Working Title Telephone Number 

3. ActionRequested 

Coordinator  656-2 550 
~ - . __ ~ 

C u r t i s  Kingsley 

a. Ed Establish Retention Schedule; record will wntinue to accumulate. 
b. U Dispose of present accumulation; no further accumulation anticipated. 
c. 0 AmejCApplication No. ~ Check One: 0  change;^^ 0 Supercede; 0 Void 

4. Dates of Series 
Earliest Latest 

5. Records Series Title (followed by title used in office; if different) 

7. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

Determining e l i g i b i l i t y  f o r  Area/Comprehensive Vocat ional  High School 
funds.  

included are: DE Form 0172, "Applicat ion f o r  Area/Comprehensive High School", showing 
enro l lment ,  survey of c u r r e n t  Vocat ional  Education programs, proposed 
improvements f o r  voca t iona l  programs, s o u r c e s  of funds,  r e l a t e d  budget d a t a ,  
proposed v o c a t i o n a l  curr iculum. 

The Div i s ion  of Vocat ional  Program Management provides  d i r e c t i o n ,  p o l i c i e s  and procedures  
f o r  development and d e l i v e r y  of Vocat ional  Education; coord ina te s  with l o c a l  school 
s y s t e m s  and t h e  f e d e r a l  government i n  a l l  areas of voca t iona l  educa t ion  inc lud ing  budget 
p repa ra t ion ;  a l l o c a t e s  g r a n t  funds and approves disbursement;  p rovides  t e c h n i c a l  
a s s i s t a n c e  i n  program development; 'p rovides  l i a i s o n  and coord ina t ion  i n  planning and 
management of v o c a t i o n a l  programs; recmmends c e r t i f i c a t i o n  s t a n d a r d s  and s t a f f  develop- 

Alphabe t i ca l ly  by County. File i s  arranged: I 

.- . -. .__ 

ment ac t iv i t ies .  

-.  . .. 

.~ __ - _ _  " _  

8. Monthly Reference Rate 

9ne to six months old 

twenty-five months and older ? 
9. Annual Rate of Accumulation of Records 

Letter-size drawers ; Legal-size drawers -, ' Shelves ; Other (specify) 

How often are records referred to which are: 

; Seven to twelve months old ; Thirteen to twenty-four months old -- -; 

P d 



. -  .~ . . - 
"X" in the proper column) 

I f e s .  attach COPY. 

ofirl_re~lrlarlrmicrofilmed? ~ . 

The following requires the 

a. State Law ~ _years. d. Audit period 
b. Statute of limitation e. Administrative need 
c. Federal law I ~ . ~~~ ~ -.years. f. Federal retention instructions -. . .-years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

_. ... 
12. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 

0 Calendar Year; 0 Fiscal Year; I3 Other See Below -then, 

0 Hold in the current files area --month(s) __ - year(s); then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
i3 Other (Specify) 

Upon termination of comprehensive high school programs, remove from ac t ive  f i l e  and 
place i n  inact ive f i l e ;  cut o f f  inact ive f i l e  end of each Fiscal  Year; then destroy. 

year(s); then 
yearb); then 

* 

These instructions apply to a l l  prior and future accumulations of the series. 

State Records Co 

Attorney GeneraVDesignee 
.. ~ ~ . .  ~~ _-__ 


